
APPLICATION FOR RECORDS DISPOSITION STANDARD 
& *  

=- 

S u i t e  1300 
At lan ta ,  GA 30303 

- 

rnarta 

p. Working Title to Contact 

I&TRUCTIONS: Prepare in duplicate an d forward to the Records Management Analyst, Management Systems Division 'i 
~~~ 

I 3. Dept., Division, Subdivision & Administering Office Address' I FOR RECORDS MANAGEMENT,DIVISION USE 

6. Telephone Number 

- 

11.  Record Series Description This file contains the following documents (include form numbers and titles, if any): 
Attach samples of the file 

Documents relating t o  a s t a t e d  pay ro l l  period showing information of earnings , pay- 
ments ,  and deductions.  

Included are computer p r i n t o u t  of earnings,  payments, and deductions.  

.- . ~ . .- _. -. ~. ~~ ~~ ~ - _ ~  
. .  12. Monthly Reference Rate How often are records referred to which are: . .  

One t o  six months old 1'0 .i ; Seven'to twelve months old __~ 10 ; Thirteen t o  twenty-four months dld 2- L_. ; ' ' 

. .  
? . I  

twenty-five 1 months and older -. 
~ .. _ _ _ -  ., __ ~~ _____ . ~ _ _ _  __ 
i. 

Rate of Accumulation o f  Records 
, x .  

~. ~ 

.1 
Letter-size drawers ; Legal-size drawers ___ ;Shelves ; Other lspecify) 

. 

- ~~ 

3012 (3176) 



_ _  
X E 5. Reter X 

14. Questionnaire (Place an "X" in the proper column) 
~~ 

1 .  

= a. Is this the official copy of the series? . 
1 1 

~ .~ -. 
I 1  

If not, where i s  i t? 

b. Does the series contain cohfidential information requiring security handling? If  yes, cite law or regulation. . 
. .  I 

~--I ~~ .> __  . ~~~ ~ ~~~~~ __ 
-~ __ i ,  

~~~~ - L--~ -~ 
! 

. . .  I ~- -~ c. I s  this a vital record? 
d. Do&th% series h?vf historical or long ]term research value? 

. . 

-. 
~ ~ .- -. __ _ _  - -~ -1 

.' ' 8. wheh %ecO;tH documents in.the file make i t  necessary to keep the entire f i le for a long period, could these documents be 

.- -~ -~ _ _  - scheduled separately? -~ 
f. I s  the information contained in this series - . - - ever published? If  yes, attach copy. 

-~ 
g. Is the information contained in this series ever analyzed andlor recorded in a summarized report? 

_I_ . _ _  If yes. attach copy. 
h. I s  there a duplication of this series in your office, or in another office or agency? 

If yes. where? 
I s  this series Iora majorportion of it1 regularly microfilmed? 

Does the record series result in a computer printout? 

_ _  - 

____ -~ - - -~ ~~ __ 
~ _ _ _ _ _ _ _  ~ _ _  

i 

-. i. 

j. ~~ 
~ -~ __~____ _____ - -. 

The following requires the series to be kept: .t m Requirements 

a. State Law 

b. Statute of limitation 

c. Federal law 

3 years. 

years. 

__ years. 

d. Audit period 

e. Administrative need 
1. Federal retention instructions 

years. 

- - years. 
~ _ _  3 years. Pas. 

Attach copy or excert of laws or regulations. Explain administrative need. date Of submission Of the final ex- 
penditure report - UMTA - E.O.M. 

, I11 0-41. 

- - __ -_ _I - 
16 Approved Disposition Instructions This agency recommends that the file series be Cut off at  the end of each: 

ECalendar Year; 0 Ftscal Year; m o t h e r  _ _  then, 

yeark); then rnonthM ~ 

yeark); then 
0 Hold in the current files area 

0 Transfer to local holding area; hold 
0 Transfer to State Records Center; hold 

Destroy. 
0 Transfer to State Archives for permanent retention, 

0 Other ISpecifyJ 

yearb); then 

, . .  . 

Mic;ofilmed duplicates will be used "as reference docwents in the Payroll 
Branch/Accounting Division. The original copy will be - -  maintained in the, 
Division of Managements Systems,,~~microf ilm storgge. 

Both copies w i l l  be he ld  u n t i l  date O f  subrni.ssion o f  t he  f i n a l  expendi ture r e p o r t  (UM 
then destroyed. 

These instructions apply to a l l  prior and future accumulations of the series. 

(Indicate brieflv rationale for recommendations abovelor write additional remarks): 

__ 17. APPROVALS 
ement Officer 



I 

USE OF COMPUTERIZED OUTPUT MICROFILM 

FOR THE PAYROLL/PERSONNEL SYSTEM - 

-_I____ 

2,055 pages per  r e p o r t  2,055 pages per  r e p o r t  
x55 avg. # l i n e s  pe r  page ~ $ 8 . 8 6  c o s t  per  k pages t o  

x.0005 c o s t  per  l i n e  x.85 cost f o r  5 d u p l i c a t e s  

$56.51 c o s t  per  r e p o r t  $19.05 c o s t  per  pay per iod 

f i l m  
113,025 avg. # l i n e s  per r e p o r t  $18.20 cost per  r e p o r t  

x26 pay per iods  x26 pay per iods  

$1 ,469 .26  c o s t  per  year $495.30 c o s t  per  year 

Savings P e r  Year - $973.96 

Note: These computations are based on t h e  processing of 
SOC t imesheets ,  p a y r o l l  r e g i s t e r s ,  and Deduction 
Reports. Addit ional  savings can be gained by i n -  
c luding a l l  automated r e p o r t s  t o  be filmed. 



, A  G, 

.L 

MICROFILM PROJECT E,VALUATION FORM 
i .  

2. EXACT SERIES TITLE: (From Item 9, Application for Disposition Standard) 
P a y r o l l  Department 

3. INCLUSIVE DATESOF RECORDS PROPOSED FOR FILMING: January 1976 - Forward 

4. CUBIC FEETOF RECORD$ERIES TO BE FILMED: 

5. NUMBER AND TYPES OF FILING EQUIPMENT CURRENTLY UTILIZED FOR STORAGE: S i z e  
3 - 4 drawer la te ra l  f i l e s :  2 u n i t s  8-shelve she lve  f i l i n g  u n i t s  - L e t t e r  
3 - 5 drawer v e r t i c a l  f i l e s ;  1 u n i t  &-shelve shelve f i l i n g  u n i t  - Legal 

COPY OF APPROVED DlSP6SlTlON STANDARD FOR PAPER FILE ISATTACHED. 5P’fc -Cucr.hd @c! 
[ 1 COPY OF PROPOSED DISPOSITION STANDARD FOR MICROFILM FILE ISAlTACHED. 

7. SERIES IS PROPOSED FOR FILMING IN THE FOLLOWING FILM FORMAT: 

[ I 16mm [ I 35mm [ 1 Roll 1 1 Jacket [ 1 Aperture Card 
[XI Microfiche [ 1 Cartridge [ 1 Computer Output Microfilm 
I 1 Other: (Specify) 

-- 
6. 

P 

8. PURPOSE FOR FILMING IS AS FOLLOWS: (Indicate order of importance by numbers. Indicate primary purpose by 
numeral 1.) 

a. ,[ 21 
b. [81 
c. [71 
d. [ 1 1  
e. [61 
f. [31 
g. [41 
h. [51 
i. [ 1 

Reduce amount of space and equipment required for records storage. 
Preserve deteriorating records. 
Security or vital records protection. 
Ease of reference. 
File integrity. 
Ease of duplication and distribution of multiple copies. 
Save time and labor in repetit ive operations. 
Reduce computer costs (COM Application). 
Other: (Specify) 

9. RECORDS MANAGEMENT OFFICER (Signature): Date: Telephone No. I 

1 
10. This microfilm project [ ] is approved [ 1 is not approved [ 1 i s  approved with proviso. 

(If not approved or proviso specified, see Item 11 below.) 

I 
State Records Management Officer Date , 

-- 
11. PROVISO OR EXPLANATION: , 

- 
-COMPLETE REYERSE OF FORM 



? 

I..p- -----I---1--2-..I-.nlll*- * 
12. FACTORS AFFECTING MlCROFl LMlNG COSTS (Check appropriate box and explain "yes" anlw'ers irrdetail.) AtAach 

t J P 
additional sheets as required 

I ,  
Do you propose to contract with a bervice bureau or commercial microfilm cohpany to accomplish this project? 

Will re-arrangement of the f i le be necessary before fiJming? 

Will paper fasteners (staples, etc.) have to be removed before filming? 

I s  paper size, color and stock variable? 

Are both sides of the documents to be filmed? 

Are documents to be added to the file after filming? 

Is time of the esse ce in microfilming this file? (A "yes" answer indicates high volume, daily usage.) 

Is high-speed information retrieval an important feature of the proposed microfilm file? 

Are copies to be made fromfhe master negative? (State nu,nber, tvpe and distrlbuticn of mpies ) 

I 

*P . 
_- _ _  

- - -  __ 

: 

13. USE THIS SPACE FOR COMMENTS AND EXPLANATIONS AS REOUIRED. 

See Attached. 

IMPORTANT: COMMITMENTS WILL NOT BE MADE TO VENDORS 
YT- 

AR-57-72 

3 . . . ~  . . . .. . .  .. - . . . . . .. . .  
~ 

. .  . .  
~ 

. .  . .. .... ~~ -. -~~~ ~ ~ _ _ -  ~- ~~~ ._ . . .  .. ~~ . -  


